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Weekly Report for Week Ending 11 June 1958
from
RECORDS DISPOSITION BR.ANCH

1l. Contributions

None

2. Assignments - Actlve 25X1A9a
/ a. OTR- Records Control Schedule

25X1A2g
25X1A6d

J b. File Systems - EIC Secretariat _ 25X1A%9a

Bchedules sre being revised to permit retirement or destruction
of certain records. Also stock levels in Supplementel
Distribution at the Records Center sre being adjusted to eliminate
80 many extre coples of items being retained in the Office. As
of now we have destroyed 10 cu. ft. of records and traensferred

9 cu. ft. to the Records Center. With few exceptions, we are
removing all records deted prior to 1956.

o/c. Installation of Subject-Numeric Files in OP, Personnel 25X1A9a
Procurement Division, Specialized Recrultment Branch -

Completed inventory of all files with ChiefSRB. Instructed
secretary on screening ina.ctive me.terial which resulted in

25X1A13c

of procedures followed by BRB in processing these forms.
25X1A% /4, ‘File Systems - 0SI -

Installation of the Agency subject file system has been completed
25X1A8a  in theW Installment of the system continues in
other. .

o5X1A0a €. Leglslative Counsel e

25X1A9a Further action suspended until Mr- completes the Institute
on Records Menagement being held at Nationsl Archives.
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5X1A9a g

25X1A9a

Summer Campaign o Save Safe Space-

Discussed with Leo Sherrod, Organization and Mensgement Staff,
Operations Depsrtment, Commerce, his "Spring Cleanup" Campaign
simed at economy through improved management of records, supplies,
equipment, end floor space. Obtained complete kit of his promotion
campsign for possible use in o similar CIA cempaign. Prepared
draft memo from DCI to ell employees announcing Agency campaign.
Obteined photographs of Records Center Annex for use by artists
in preparation of poster on showing economies possible by im~
proving use of safes. Arranged for coordinstion of proposed
campaign with SAS whose poster frames mey be used. Began pre-
paration ofpromotion campaign. ,

Assistance to ARO/OCR in Records Management Program for
OCR

Obtained from ARO/OCR an informal report showing status of
actions teken to implement recommendations mede by RMS in last
RM Survey of OCR. Discussed publications needed to promote
improved records menagement in OCR.

3. Vitel Materiels

e

.

25X1A9%a

Ce
25X1A6a

25X1A%a

25X1A%a
d.

25X1A6a

Microfilming of Vital Materials in the Office of Security
commenced this week.

A memorendum suthorizing the withdrawal and destruction of
gixty-six (66) reels of obsolete microfilm has been received
from ORR/Services Division. This euthorit
resulted from a review made by Mr.-
on & recent trip to the repository.

25X1A8a

The responsibility for g IBM cards, used as an index to the
OCR Reference Library a has been transferred from repository
personnel to the OCR Machine Division. With this change, OCR/
Library and OCR/Ma.chine Division will jointly assume all responsibility

ransferring, indexing end mainteining this collection. Mr.

will continue to keep abreast of the status of this

collection and will continue to control the space and facilities
necessary to store this collection. 25X1A9a

Mr. -a'btend.ed a DD/ T Vitel Materisls Committee neeting held

lest Thursday. At this meeting Mr. Freviewed the final

tabulations, compiled by each DD/ T Office, of finished intelligence
publications considered vital. br. JEE vill provide us with 25X1A%a
s copy of this final reporting which will permit us to dispose of

meny series presently considered vi . This review also disclosed

that two published series, presently being deposited as vital

materials, should be transferred from the repository and included

in the unclessified library reference collection loceted in the
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last weeks trip ¢o une withdraw DD/P

vital materlels.

4, News

a. Met with Chief, Physical Security Division/0S and discussed dis-
posel standards for receipts covering classified materiel. Left
a formsl proposal with that Office requesting concurrence in

developed jointly by RMS and the Agency TS Control Officer.
25X1A9%a

25X1A%a
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